eVA Vendor Registration

User Guide revised 6/24/03

bu)/sense

Copyright © 2001, 2002, 2003, American Management Systems, Incorporated. All rights
reserved. These materials contain the intellectual property of American Management
Systems, Incorporated and are therefore proprietary and confidential. These materials
also contain information that is the intellectual property of Ariba, Inc. and therefore
proprietary and confidential. These materials can be copied and distributed to authorized
COVA users for the exclusive use of participation in eVA. Any other copying and
distribution of these materials is strictly prohibited.



PRINT THIS DOCUMENT AS A REFERENCE AS YOU BEGIN THE
eVA VENDOR REGISTRATION PROCESS.

STEPS TO REGISTER AS A VENDOR FOR EVA
For eVA registration technical assistance, please call 866-289-7367 to speak with a live

technician.
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1. To begin the eVA vendor registration process, access the eVA home page at:
http://www.eva.state.va.us/ . Click here in the Vendors click here to Register entry

below the eVA logo to open the eVA Vendor Login page.
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2. Atthe Vendor Login Page, Click Register to open the eVA Vendor Portal
page.
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3. Atthe eVA Vendor Portal page, click Vendor Registration to open the Vendor
Registration Requirement page.

Note: Specific important information is listed regarding the registration process:

- The help & advice button is readily accessible for information and assistance
during the registration process.

- The Find button will display a list of choices to select when shown.
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4. Read through the listed information you will need to obtain to complete the eVA
registration process. At the bottom of the Registration Requirement page, click
Continue to open the Search for your company location page.

Note: If you are already a registered eVA vendor, click here to log into the portal.
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5. The Search for your company location page will provide a search field for you
to search for your company. This is provided to verify that you are not already

listed within the eVA system.
- In the Company Name field enter in the company name and click Search.

Note: If you have a lengthy company name, limit the text entered when
searching for your company to provide the best results.
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6. If the search results do not show your company name, you will have to create a
new eVA registration.

- Click New Registration, to open the Memorandum of Agreement page.

Note: If your company name is shown in the search results you will have two
choices shown on the right:

- Activate Account: If you have not accessed your eVA account in some time,
you will need to activate your account to obtain access. Click Activate Account

and follow instructions at:
http://levaregishelp.dgs.state.va.us/CatalogFiles/eVA_Vendor_Conversion.p

df

- Add location: If you are adding another location for your company, click Add
Location.
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Note: The Security Information dialog box may appear. You will be prompted to
display nonsecure items. Click Yes to continue with the eVA registration

process.
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7. Read the Memorandum of Agreement thoroughly. If you accept the terms of

the agreement, click Accept Terms at the bottom of the page to open the
General Information page.



General Information

Enles mfomnadon i your comparry, Th gl Iocsbion esbansd will B desipned the Hesdquanan
This can big changad lafar

Thee first lacation entered will be designated the Headguarars, This can be changad

Headgquarter Infermation Inter.

* Comnpany Mane

As § would be displayed fo buyers

Wieh Addeads

Flagse include hitod or Wipsa

Chaoss Ho Passwond Beguined’ unless you have muliiple locatiens and wand sach
Rocation o vadily that they ane autharized 1o add 1o the acceunt,

" Varity My Locations by - Passwond Hin
Werdor Verficalion Pasiwand
Corinm Passwand

Location Verification

Note: All fields marked with an asterisk (*) are required to be completed.
8. Inthe Company Name field enter in your company’s legal name.

9. The Verify My Locations by field will provide the option to approve new
locations as they register under your headquarters with the following selections:

Use my own TIN Number — Select this option if you want your companies
tax identification number required when entering a new location.

Create my Own — Select this option if you want your own unique password.
No Password Required - Select this option if you want to let all locations
added with no approval.

10. If you select No Password Required, you can scroll down and begin entering
information in the User Name/Password section.

- If you select Use my own TIN Number, enter the number in the Vendor
Verification Password field. You will need to re-enter the number once again in
the Confirm Password field below.

- If you select Create my Own, enter in a hint to your password in the Password
Hint field. Enter the actual password in the Confirm Password field.
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11. In the User Name/Password section, enter in the appropriate fields listed. The
Security Question drop down menu is available in case you misplace your eVA
password.

- Select a specific question from the Security Question drop down menu and
enter an answer in Security Answer.

Note: It is recommended that you do not enter any nonnumeric / nontext characters
within your User Name or Password.

- Confirm that you have entered in your Email address and Fax number.

Note: You can choose to be notified of bids via the Bid Notification if you select
the Premium (2) registration level shown level below.

Registration levels: 1" = Basic, $25 / year or 2°= Premium, 700 / year. Click “FIND® to
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12. The Registration Service Level section will allow you to determine what
registration level you will want to choose.

The Registration Level field will determine what registration level you will want
to purchase.

- Click on to open the Choose page. Click Select 1 or Select 2 to return to
the Service Level page. The level number will now be listed within the
Registration Level field.
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13. In the Location Information section, you will need to enter all information in
relation to the location being currently registered.

- In the Location Legal Name field, enter your company name.

- In the Location Name field, enter in the specific name to which you want eVA
buyers to search (geographic location, product division).

- Enter your 9 digit Taxpayer ID number in the Taxpayer ID Number field with no
dashes or spaces.

- In the Taxpayer ID Number Type drop down menu, select which type of
Taxpayer ID number you have entered:

EIN — Electronic Identification Number
SSN/ITIN/ATIN — Small Business
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14. The Organization Information section provides entry regarding the specifics of
your business.

- In the Organization Type drop down menu, select what services your company
provides.

- Select what business classification your company adheres with in the
Classification drop down menu.

- In the Ordering DUNS Number field, enter in your 9-digit number assigned by
Dun & Bradstreet.

Note: For more information regarding the 9-digit duns number, visit the Dun &
Bradstreet website at: http://www.dunandbradstreet.com/us/

- In Accept Charge Cards drop down menu, select the level that your
accounting department uses to transmit data to your companies financial
institution.

- Select how many employees work for your company in the Number of
Employees field, along with your company’s annual income in the Annual
Income field.

- The Preferred Ordering Method drop down menu provides a choice in how
you would like orders to be sent to your company.

We recommend that you select the Electronic (e-mail) option, as this will enable

your business for e-mail or fax order notifications via the Ariba Supplier
Network.

-10 -
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15. The Discounts section provides fields to enter in any discount terms your
organization offers.

Note: Do not enter in any % characters within the discount fields.

- When you have successfully completed entering all of the above fields, click
Continue to advance to the Registration Summary page.

Registration Summary

Pleease confimm your information. If comecl, select Continwe al the bottorn of the page. To make changes, selact Make
Corrections link al the battom of the page_ D0 NOT useé the Back butlon af your browsar

16. The Registration Summary page will list all the fields that you have entered.
Please verify that all fields are correct. If you feel you will need to edit any
information, click Make Corrections and correct the necessary fields.

- If all the fields are correct, click Continue to open the Registration
Administrator Address and Contact page.

Note: The Error Messages page will open with a listing of your newly created
eVA user ID. Click here to close the window.

Error Messages
This screen lists errors or wamings from the previous screen. Ermors must be correctad before your
infarmation can be saved. Click here [0 return 1o previols screen

I Message | ‘Sewverity | Context |

The uzer ID iz goodoldimmy. Informeation
The user ID iz goodoldimeny. Infonmeation

Note: Please make note of this user ID. If the user ID you requested was already
in use by another user, the system will automatically create a new user ID for you
by adding a number to the end of your requested ID.

- The newly created user ID will show in an e-mail sent by the system confirming
your registration with eVA.

-11 -



Registration Administrator Address and Contact

Iy youul Regeiir abion Adfmariiy ilir, T Do rion wily it sl relpons Sty for youl COmpany RgY Eon Vo ledasont

will gl Pl irdbrmabon # Py fub i B C0ARNET Thid Bk b3 quaiAline] witdey ey bed dhgidbires) Tair 104 Wada
Combinui

Plirase ented the sddiess infodmation faf your Regitistion Administr sted (person with oversll fespontibsility

Address Information far oWA accound).

* St l— * Fhong r—.

The Registration Administrator Address and Contact page provides fields in
regards to your companies address and contact information.

The Address Information section provides the following fields:
- Enter Street 1 and City information in the appropriate fields.
- Select the State/Province from the State/Province drop down menu.

- Enter in your zip and postal code info in the Zip/Postal Code field along with
the companies phone number in the Phone field.

- Select a county from the County drop down menu.

Note: If your business is located in another country and not listed, enter your
State/Province information in the Street 2 field.

- Enter any Additional Info in the Additional Info text field.

-12 -
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17. The Contact Information section provides fields to be entered with relation to
the person with overall responsibility for the eVA account.

- Contact First Name — The First Name for the person with overall responsibility
for the eVA account.

- Contact Last Name — The Last Name for the person with overall responsibility
for the eVA account.

- Enter your e-mail address in the Email field, and re-enter the address in the
Retype Email field to confirm the address.

- Method of Notification — Provides a selection to which you want any type of
correspondence between yourself and your buyer.

Email — Correspondence sent via e-mail.

Fax — Correspondence sent via fax.

Postal Service — Correspondence sent via regular mail.

- Enter in the primary phone number and extension in the Phone and Phone
Extension, and Fax 1 fields.

-13-
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18. The Contact Address section provides information to enter only if the contact
uses a different address than the address you entered above.

19. When you have entered all required fields, click Continue to continue the
registration process.
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Ordering Address and Contact

You may copy a previous address (see below) or enter new information
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Copy Address from a previous step

Use Registration Administrator Address .

20. The Ordering Address and Contact section will provide address fields to enter
if the ordering address is different from the Registration Administrator.

- If the address is the same as the Registration Administrator, mark Use
Registration Administrator address.

If you need to make an edit to this page, click Reset to clear all fields. To
continue click Continue.

Invoice Address and Contact
YU mEy copy a previous address (see below) or enter new information

=

Copsd Rdddress from a prodous step
Use Registration Adminislralor Address | @
Lise Ordering Addrass : [0

Use Solicitation Addrass . [

21. The Invoice Address and Contact section will provide address fields to enter if
the invoice address is different from the Registration Administrator.

- If the address is the same as the Registration Administrator, mark Use
Registration Administrator Address to continue.

- If the address is the same as the Ordering address, mark Use Ordering
Address to continue.

If you need to make an edit to this page, click Reset to clear all fields. To
continue click Continue.
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Solicitation Address and Contact

YOu rmay copy @ previous address (See balow) or enter new information
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22. The Solicitation Address and Contact section will provide address fields to
enter if the solicitation address is different from the Registration Administrator.

- If the address is the same as the Registration Administrator, mark Use
Registration Administrator address to continue.

- If the address is the same as the Ordering address, mark Use Ordering
Address to continue.

If you need to make an edit to this page, click Reset to clear all fields. To
continue click Continue to open the Register Business Types section.

Register Business Types
Please selecl any Business Type (SYAM) catagories thal apply o your company

| Business Type |

[T wnority Crwned Business
[ w¥omen Cramed Business

[T Smal Business

Select | Cancel

23. The Register Business Types section will provide you a selection to identify
your company as Minority Owned, Woman Owned, or Small Business.

- Mark the checkbox that applies to your company and then click Select.

Note: If you feel that your company does not apply to the selections, do not
select any Business Types and click Select.
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Business Type Confirmation
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24. If you marked a Small Business Type, you will need to enter the Commonwealth
of Virginia's DEPARTMENT OF MINORITY BUSINESS ENTERPRISE (DMBE)

number.

- If you do not have a DMBE number you can go to the DMBE web site
http://www.dmbe.state.va.us/ and apply for a certification number through the

Commonwealth directly.

- In the Business Types field, mark the check box. Enter the DMBE number in
the Certification# field.

- In the Certification Start Date field, click the Calendar button to open the
Pick Date window. Click the date that the number was assigned to your
company to close the window and return to the Register Business Types
section.

- In the Certification End Date field click the Calendar button to open the
Pick Date window. Click the date that the DMBE number will need to be re-
certified and return to the Register Business Types section.

Click Continue once the DMBE information has been entered. If you are not a
Small Business click Skip to Next Step.
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Register Service Areas
For Stalewide, click SELECT. For elher areas, check applicable box(es) and then click SELECT

Service Area Jone

Cities: Chesapeabe, Franidin, Hampton, Mewport News, Norfollk, Poguoson, Portsmouti, Sutfoll, Wiriginis Besch, snd Willamsburg. Counties: Gloucester,
Surry, Sussen, and Yiork

Ciies: Colonial Heights, Hope\Well, Petersburg, and City of Richmond, Counties: Charles City, Chesterfield, Dinvwiddie, Goochland, Hanaver, Henrico, King'
City: Fredesichsburg. Counties: Caroline, Culpeper, Exsene, King and Qusen, Hing George, Lancasier, Macdkson, Morthumberiand, Orangs, Richmond Count
Ciies: Alexandria, Fairtax, Fals Church, Manaszsas, Manaszas Park and Winchester. Courtties: Arfingfion, Clarke , Fairfac, Faudguier, Fraderick, Loudoun, |
Cies: Chariottesvile, Harrisonburg, Staunton, and Wayneshboro, Courties: Albemarke, Augusta, Fhnanne, Greene, Fighland, Louisa, helson, and Rocking
City: Emporia. Counties: Amelis, Brunswick, Buckingham, Charotte, Cumbseriand, Greensvile, Haliac:, Lunenbung, Meckienburg, Notioway, and Prince Ed
CRisx: City of Bediced, Buena Vista, Ciifton Forge, Covinglon, Darnile, Lexingion, and Lynchburyg . Counties: Abaghany | Armherst, Appormattox, Bath, Be
Cies: Galox, Martinsville, Radford, Cty of Rosncke, and Salem. Courties: Carroll, Crasg, Flowd, Franklin, Gles, Henry, Montgomery , Pakrick, Pulaski, and R
Chiez Bristod and Morfon. Counties: Bland, Buchanan, Dickenson, Grayeon, Lee, Russel, Scolt, Smyth, Tazewell, Washingon, Wise, and Wythe
Courties: Accomack and Morlhampbon

Last
Select

AT COCy s O

Cancel

25. The Service Area section provides a selection to conduct your business
transactions.

- You can mark specific areas to designate where you can provide services or
deliveries. Click Next to view more listings or Last to return to the previous page.
Once complete, click Select to advance to the Register Commodities section.

Note: If you do not select any Service Zones your areas will default to statewide.
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Register Commodities

Enter & descrption oF code and click“Search®. Check all commodities that apply and click *Select’. NOTE: To be available
for Biddars Lisis, you MUST select commodities! Also, Premium Vendors will not raceive salicitation notices withouwt
commodity selections

Commodity Description | &0
CommoditeSerice Code I

| Commodity/ervice Code | Commodity Descripthon

Q000
0os0s
o0s14

Q0526

[, o, o o [
z

Abrasives

Abrasive Equipment And Tooks

Abrasives, Coated: Cloth, Fiber, Sandpaper, Ete,

Ahrasives, Sancblasting, Metal

Bbrasives, Sandblasting (Cther Than Metah

Abrasives, Solid Wheaets, Stores, Etc.

Abrasives, Tumbling (Ahesl)

Grinding And Polishing Compounds: Carbomundum, Dismond, Etc. (For Yabe: Grinding Compounds Ses Cazs 0F5)
Purmice Stone

Recycled Abrazives Products And Supplias

Select | Cancel

26.

The Register Commodities section is very important to ensure that your
company is included in all of the processes that are entered for your Commodity
Codes.

- To search for a specific commodity in relation to the services that your company
provides, enter text within the Commodity Description.

Note: Lengthy text entry in this field will not product the best results. If the search

does not produce results from the test that you entered try entering a more basic
search to produce results.

- Click Select to show the list of commodities in relation to the services that your
company provides. Click the Next button to show more results or Last to jump to
the last page of results. Mark the items you wish to add and click Select to
continue.

Note: To view a complete list of the NIGP commodity codes visit the NIGP
listing site: http://vbo.dgs.state.va.us/VBO/NIGPCodes.asp
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27. Congratulations you are complete with the eVA registration process. You can
now LOGIN to the portal with the User ID and password you selected earlier by

clicking the LOGIN link.

Please view the listing of information regarding your newly registered eVA
account.

Note: For your records, an e-mail will be sent to the e-mail account you provided
in the registration process with a subject “ ADVMAIL: Welcome to eVA.” This email
will list information regarding your newly established eVA account:

User ID — Provides the user ID you will need to log into the eVA portal.
Headquarter Name / Number — Provides the name and number of your
headquarter listed in the eVA system.

Location Name — Provides the location name that will be shown for eVA

buyers.
Vendor Number — This is your eVA vendor account number. Keep this

number handy when calling for technical assistance.
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Welcome to eVA
Virginia's Total e-Procurement Solution

Registered Users
« Account Maintenance
+« Respond to Quick Quotes
+« Respondto IFBs or RFPs

User Narme

Password
Login
Egmm IQ i Eagsm[d? g .EI‘E DE‘E

If Dzer Mame was created prior to 1E2003, you must
reactivate your account,

« Add my company

« Add roy location to existing account
« Achvate paper registrabon

+ Reactivate Account

Fublic Access

+ View Posted Solcitations

« Views Award Motices

« Views vendor-to-vendor solicitaion comments

28. To enter the eVA portal, enter in your user ID and password at the Registered

Users login section.
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Welcome to the eVA Vendor Portal

Your User ID is curreritly valid for multiple Locations within your orgamzation. Please select the Vendor Mama you wish 1o ba associsted
with for this session. The Data presented for “Vendor kamtenance” and "My Responses™ will be filtered for this session based on the
Wendor Name you select. All bids created during this session will also be tied to the Vendor Legal Mame you select here. To change which
Wendor you are associated with for a session, return fo this page by clicking the "Home” button in the upper right hand comer of the screen
& then change your salaction for the Vendor Lagal Mama.

Selectvendor: [vplestvptest - faifax =]

Ag a registened user at the oA Vendar Panal, you can
» Business Opportunities WMBO) - view posted solicitations and award notices, respond to Quick Quaotes and electronic Solicitations

« My Responses - view, edd, or check the status of your responses to electronic Solicitations.

b Account Maintenanca [ update your information or add addresses, commaodities andfor locations
+ Yendor Bulletin Board (BBS) - view vendordo-vendor solicitation comments

Helpful reminders about this sie

& The browser "Back” button should not be used
« The Logout bulton should not be used during regestration

s The button is available on each page

s The button will dizplay & lst of field choices
s The*is used to identify required Gelds

29. Once you have logged into the portal the Welcome to the eVA Vendor Portal
page will show.

- You can edit or maintain the information you entered in the registration process
regarding your company by clicking Account Maintenance.

My Blicks Account Maintenance Farms ioral Information

Note: To be fully registered with the eVA system, you will now need to register
with the Ariba Supplier Network to receive orders for your company.

- You can now go to the Ariba Supplier Network registration by clicking Ariba

at the top right of the eVA portal, or visit:
https://service.ariba.com/Supplier.aw/

**There is no additional charge for this registration.

Follow the remaining pages for the Ariba Supplier Network registration
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STEPS TO REGISTER AS A VENDOR FOR ARIBA
SUPPLIER NETWORK

You are required as a eVA vendor to register with the Ariba Supplier Network to
enable order receiving capabilities.

To start with the registration process, access:
https://service.ariba.com/Supplier.aw

Fm

1) (= [

Sunplier N zy&vvior AL

supplier.ariba.com

Register as New Supplier =
J e Register Here «

1. Click Register Here to open the Welcome to Ariba Supplier Network
Registration page and begin the registration process.

Welcome to Ariba Supplier Network Registration

By registening, you will make your company's products and services visible to buyers on Anba Supplier Network.

Everything you necd to know before reqgistering:

* To prapare for registration, print and fill out the Workshest -- Wiew Warkshest

* Your Company D=U-N-5 number -- contact Dun & Bradstreet, Inc .

* For secunty reasocns, thers 15 & bme hmit for regestration. We recommend that you prepars all requested information in
advance by printing and filling out the worksheet,

| Frocaad with Registration ”Hl

2. Click View Worksheet to open the Ariba Supplier Online Help page.
- This page will provide you a listing of all company information needed to
register as a supplier with Ariba. Keep this window available, or print out
the information listed for the registration process.

- After you have read the help page and prepared your information, click
Proceed with Registration to continue.
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Fegistration

Bl eusiness mformation | The Ariba registration process is outlined in 6 steps. These 6 steps
Company Contact are shown on the left hand side menu, high lighting the page you are
Classifications currently accessing.

Account Administrator

Use this menu if you need to return to any step of the registration

Technical Capabilting process

Agresmant

Summary

Kl Business Information

A wizard will guide you through the registration process.
To begin the process, enter your valid D-U-N-5 number and your company name, then click Next,

* Indicates reguired fiakd

* Company D-U-N-SE Humber: I -| - 99 - 999 - 9999 | If you don't know yeur O-U-N-5 number, contact Dun &

Bradstreet, Ing
* Company Name: I
Tax 10 Humber: I

3. The Business Information section will provide you fields to enter in your
DUNS number and Company Name.

- Click Next to open the Company Information page.

Note: All fields marked with an asterisk are required and need to be completed.
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H Company Information

Entar basic inforrmation about your cormpany. This information is the core of your supplier prafile, which will be visible to buying
argamzationg on Ariba SM.

* Indicates reguired feld

* fddress 1:

address Z:

* City:

i
I
Address 3: |'
I
* Thate: |

* Zip: l_'

* Counftry: |U3|ﬁ United States 3 This selection will refresh the pags conbent

* Main Company Erail: |

Fain Company URL: |'

4. Inthe Company Information section, enter information in the required

fields:
- Address 1 — Enter in additional information if needed in the 2nd

and 3" address fields.

City — The City to which your company is located

State — Click on the down arrow of the drop down menu to select

the state.

Zip -- The Zip to which your company is located.

Country — Click on the down arrow of the drop down menu to

select the country.

Main Company Email — Enter the e-mail to which you want to be

your main contact.

Country frea  Murmber

* Man Phons: [L’SA 1 d
Main Fax: ||.I-5.ﬂ.1 dl_l

* Preferred Timezone: [select =]

* Dafault Currency: Uz Dollar | Select Curren

@E
In the Main Phone field, enter the area code and number in the
appropriate fields.

Select the Preferred Time zone

The Default Currency field will be set to US Dollar. If you need to
change the currency, click Select Currency to view the currency
selections.

When you have completed entering the fields, click Next to continue.
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E] ciassifications
T indicate the cormmodities you supply and the industries and territories you serve, click the buttons below. Take thiz optional step to
help potential buyers find you on Ariba Suppler Network .

Commaodities

Click this button to choose commaodities your company supplies

Industries

Chick this button to choose industries your company serves | Choose Industries

Territories
Chek this button to choose termtoriss your company serves | Choose Territorias

| Pravious IIEI Exit

Note: The following listed fields are not required. You have previously defined your
company’s commaodities during the eVA registration process.

- Click Next to continue with the registration process and advance to the Account
Administrator section.
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B} Account Administrator

Enter basic information for your admanistrator account. The name, phone, and email address will be part of your supplier profile, and
visible to buying organizations.

* Indicates required fiald

* Fardl Name: |
Middle Narme: |

* Last Name: |

ey Ardd  Hurmber

* Phane: EFEE| |

* Usernames; |

* Email Address: |

* Pazsword:

* Confirm Passward:

I

* Secret Question: -
| j Help
I

* Secrot Answer:

Help

* Preferred Language: English =| Used for routed docurnents and ermail notifications

| Previous || E:eit.l

5. The Account Administrator section provides a listing of fields to enter
information for the administrator for the Ariba account. Enter all required
fields appropriately.

Note: The Username field must be your e-mail address. Enter this e-malil
address in the E-mail Address field.

- The Password field must be 8 characters long and contain a numeric
character somewhere in the middle of the entry. (Example: password11l).
Enter the password in the Confirm Password field.

- The Secret Question and Secret Answer fields are available if you have
misplaced your password. Enter a question and answer you will remember!

- Once you have completed all the fields, click Next to open the Technical
Capabilities section.

Note: Click Help when available for assistance with listed fields.
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Bl Technical capabilities

Providas basic infermation about your technical capabilitses. Ariba SN prepares your online workspacs acoording bo your prafereances.

4ll accounts have the option of using fax, email, and/or online methods for routing documents. In addition, some suppliers support
advanced order routing methods.

& If you da not currently support eXML ar EDT, elick Haxk,
& If you support ML andfar EDI, salack the sppropriate checkbox (82) balaw. Aftar reguetration, when you 16 i b yowr Sccaurt, yau
will be prompted to enter additional infarmaton to configure your account.

Select all that apply:

1]

Fax
Ernail
Arnba SN Online Methods

XML
Learn mare abauk eXML: wrww cxmlorg
™ EDI

1 |

q

| Previous | E:-.'rr_l

6. The Technical Capabilities section provides a listing of the contact
methods your company has available to receive orders:

Fax — Mark only if you want orders to be sent via fax.

Email — Mark only if you want orders to be sent via your email
account.

Ariba Supplier Network Online Inbox — Mark only if you want orders
to be sent to your ariba inbox.

c XML — Mark only if you want orders to be delivered in a cXML
format. Cick the www.cXML.org link for more information regarding
the cXML format.

EDI — Mark only if you want orders to be delivered in Electronic Data
Interchange format.

- Click Next to open the Agreement for the Ariba Supplier Network Terms of
Use.

-28 -



2] Agreement

To continue with the registration process, you must check the check box acknowledging you read and agreed to the Ariba Supplier
Nabwork Termns OF Use.

TERMS OF USE DF THE ARIBA SUPPLIER NETWODRE

June 13, 2003

1. General
These Terms OF Use of the Ariba Supplier Nebeork (the “Agresment™) describe the terms and conditions applicable to your
camnpany’s (“yoeu®, “your®) access of and use of the Ariba Supplier Network (the *Metwerk®). Your access or use of the Netwark
(“Network Use®) s strctly subject to your compliance with this Agresment, your Tachnical Support Services agreament with
ariba, if any, and Ariba's then-current policies apphcable to the Network. In case of conflict & softwares license agreement or
Technical Support Services agreement you have executed with Ariba shall take precedence owver this Terms of Use.

ToU w10

[T 1 have read the ariba Supplier Metworle Terms Of Use and agree to these terms.

Previous

7. The Ariba Supplier Network Terms of Use Agreement will list terms
that you need to agree with to complete the registration.

- Mark the | have read the Ariba Supplier Network Terms of Use and
agree to these terms check box at the bottom of the page after reading
the agreement and click Next to continue to the Summary section.
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H Summary

Review the summary and print it for your records. To go back and edit information, dick Previous or dick a link on the left.
To complets your registration, click Submit,
The next screen provides infarmation about your new account.

8. The Summary section will provide a listing of all the data you have
entered during the Ariba registration process.

- Verify that all of the information is correct. If you feel that you need to edit
any specific field you can return to that section by using the menu on the left
hand side of the page.

- Click Print to print the information for record purposes.

- Click Submit to complete the Ariba registration process and to open the
Registration Confirmation section. You will need to now login and modify
your account.

- Please go to the next page of this document to configure the technical
settings for your newly established Ariba supplier account.
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Ariba Supplier Network : Supplier

J

Dane |
Supplier Registration

Registration Confirmation

our information has bean submitted to Anba Supplier Network. You will receive a confirmation
about vour reristration

Thank you for registering with Ariba Supplier Netwaork!

You now have an account on Anba Supplier Nebtwork. Your account is i preview status, with
lirited functionality. Log in and complete your supplier profile. Buyers can review your supplier
profile as they search for suppliers. When a buyer sstablishes a trading relationship with your
company, your account will be updated autormnabically to full funchonality.

In addiion to completing your supphier profile, you can practice uploading catalogs and review
the onh:¢ help to familiarize yourself with the festures and functionality of Anba Supplier
Metwork.

If your account is not enabled/accessed in 90 days it will xpire.

Dané .

9. Click Log in and get Started to configure your account.

Ariba | Supplier Network : Supplisr

Praducticn Mode Technical Settings
Bl M Adrminiate atir

- Sethings such as order routing, connecting o &ride 3N, rading parmner relationships, NOMRCations, rd pEFMmEnt.

Traneactions Thass sathings deternina the funcbenaléy of pour account

Iebore

Qutbox

Loceicing Technical Settings Wizard _
= Catal Confiqure your nEbork seltrgs in a series of sbeps «» | Techrical Settings Wizard
= Admdnisteatien

Lper BOCOUNTE

8 . "

Duysr Contacts Do directly to any seckicn,

. Click any link: below to edit 4 sechon:

Ssnorting !
= Lonfinuration @A ccomnt Freferences  BIncoming Documents  GPayment

Bereonsl Infermatson i Eatin b Dodun B A

o Indiog Ealstizochier Crder Weh Sttachmants Az Brocecring Plug
ompany Profie Sagtem Hotificetiong Shange’Sapcel Srdeig
echnical Sethrgs SorcCataled Sudar
= Bazgurges
rnantsbion

Support
Duick Links
Bl Arity Baady
s Suppler Proarams

10. Once successfully logged into your Ariba supplier account, it will need to
be configured. Under the Configuration heading on the left hand side
menu, click Technical Settings to open the Technical Settings section.

- Click Technical Settings Wizard to open the Account Preferences —
Locale Settings section.

-31-



Ariba”Supplier Network" : Supplier

Technical Settings

n Account Preferences
Account Preferences - Locale Settings

q! Incoming Documents
Locals Settings @ Manage Trading Relationships : Motifications

m SAmrmary
These settings affect the display of dates and currencies in purchase orders.

* Indicates required field

* Preferred [EST (Eastern Standard Time -
1 Tirmezone I ! =
L |
*Deofault  ys pollar  [Selsct Currens
CuFFERCy:

==

11. In the Account Preferences — Locale Settings section enter the time
zone to which you are located and select the Default Currency (US
Dollar is shown by default).

Ariba Supplier Network : Supplisr

Technical Settings

& ook Preferernces

El 2ccount Preferences - Trading Relationships

Inceming Cocumants
L Lecote Settngs - Manage Trading Relationships| @ Webfeations

SUMmAry
Click a radic butten B=lom to ndicate your prefermed rmettd for responding 1o relatanship requests.

| prafer o remive relsbonskip raquasks as follows:

: & aubometicalyy socept =l relstonship requests
© fukornaticalty sccept Sl custamer requests but mecaally review 2l marketplace requests

T Hanualy raview al ralationship regeets

Py / Segunty Digcloyrs / Teoms of Uee

&% driba Tae Al vishig radarasd | snsl Adiutir

12. Within the Account Preferences — Trading Relationships section, mark
Automatically accept all relationship requests. Click Next to open the
Account Preferences — Notifications section.
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Ariba Supplier Metwork™ : Supplier

Techneral Setlings
Aresunt, Prafurences -~

El Account Preferences - Notifications

Incemeng Bocumants
L Locats setings : Manage Trading Relationshios + | Watfications

Summary
Enber up to three anail sddresses e field. Use & comims 1o separabe muoliple email sddresses. Select the deeckbox for each

notificabion bypes yo mank be recenm, To stop delivers of a nabficston brpe, desslact the checkbos, Your amail infermabion is saved far
|atar use,
* Inclester requinad fiskd

Catalng Seevica

RS (T T— FF  Molify whan s buger subscribes o your catalog.
(rilnr
= Emal: e ch@test com W Molily when s osfer is undeliverable
Irvnice
“ Emal: fasrmrast com g Motify when an invaics is undeliversbln orits status has
e changed.
Hirger
= Emal h:st!h!ﬂt‘.‘-"ﬁ -] Mobify when & buyer crestes & tradng relationshio mkh vour

cninpany.

Hetesnik Sarvice

13. In the Account Preferences — Notifications section, enter e-mail
addresses to which you want items to be sent in the listed fields.

- Mark the checkbox to the right of the applicable fields for which you
want to be notified.

- Click Next to continue to the New Orders section.
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Ariba Supplier Metwork™ : Supplier

Techneral Setlings

P— o [

El new orders

L [Mew orders| : Orders mith Atachmenks @ ChangesCancel Orders : Mon-Cataleg Orders

Ingaming Cecumint

Summary
Select your prefernesd method for receiving new orders.

+ 7 Fan
1 irp frgy P
L =] [ass [ass-nnes
[T Send & cover pags mih sach fax
¥ [restude the full PO in the fas

[u=a

& Email

Lddeass bo send arders bor [betnest cam
[T aiach cHML Ordesfiequest in the emal message

¥ Includs the full PO in the amsil massags

T opline Inbox [Savs POz inmy anlna inhox, bt do not 2end them bo med

14. Within the New Orders section, select the method to which you want to
be notified about new orders. Mark Fax or Email and enter in the specific
number or e-mail address. Mark available fields for any additional options

- Click Next to continue to the Orders with Attachments section.
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Ariba Supplier Metwork™ : Supplier

Techibtal Setlings
o i e S T
E] orders with Attachments
L hew orders |Orders mich Aftachiranks | @ ChangesCancel Orders @ Mon-Catakeg Orders

Incoming Eecumants

Summary
Select pour preferred method for receiving purchase erders with sachirents. Attechments an be files in any fosmat, such as

dramings, memos, or pictures,

;T Email

Addraze ko sand arders Bt have sthachments: |b!$‘-@':t5t£ﬂlﬂ

[T attach cXML OrdesRequest in the smail message

r- Send & reetfeation that indudes the order with attachimerts in the emel

© Online Tnbox [Gave FO4 i my anbna inhox, But do not sesd them 1S me)

Poliow / Seourity Cigrlsyre / Terms of e
2N driha T &I sbie radaraad 1 ensl Ahlise

15. In the Orders with Attachments section, select the method for receiving
purchase orders that contain attachments.

- Mark Email and enter in the specific email address that you want orders
to be sent. Mark available fields for additional options.

- Mark Online Inbox if you want to receive all orders in your Ariba
supplier inbox.

- Click Next to continue to the Change/Cancel Orders section.
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Ariba | Supplier Network : Supplier

Teehnecal Seltings

B ooount Prederences

El changeicancel Orders

Inearming Eacumants
L hew orders © cwcers mith amachments 1 [Chanpe/Canced Ordars 1 Mon-Catalog Onders

Summary
I wois suppor® change arders, hiow mould you prefes 1o receive thamt

" ™ B nouting meshod as rew orders

™ Fau

Lganiry Arag Pi_ g
lusazs =] [

™ Send & cover pape with sach Fax

[T includa the full PO in tha fax

= Email

Address bo send change onders to! frsbdbast.com|
[T Bkach cHML Ordesfequest in Bhe emal message
F Includs the full P in the amasil message

' oOpline Inbox (S4ve PO i my onine inbox, but do not ssnd them b med

16. In the Change/Cancel Orders section, mark one of the following to
receive information regarding change or canceled orders:

Same routing method as new orders — Mark if you want orders
sent via the new order settings

Fax — Mark and enter in the fax number. Mark available fields for
any additional options.

Email — Mark and Enter in the email address. Mark available
fields for additional options.

Online Inbox — Mark if you want Change/Cancel Orders sent to
your Ariba inbox.

- Click Next to continue to the Non-Catalog Orders section.
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Ariba Supplier Metwork™ : Supplier

Techneral Setlings

P— o [

Inearming Cecumants E Non-Catalog Orders
L

Hew Orders | Owders mikh Altachments | ChangesCancel Orders @ | Non-Cataleg Deders
D Youi acoept non-catslog (ad hoel arders™

Summary

e
& No, but slow tem D routs snyEay.
1 Mo, do nok glos e to routs.

Selact your preferred method for racsiving purchase orders thet contesin non-catelog (ad hoch tberms

© Sarme routing method as rew orders

© Fax
Cizunkry Aram  Purmsar
TR
[T Send a cover page with each fas
I trezhude: the full PO Cin the Fas

= Email

Addrass to wand adhoe ordars to: [tesh@testoom|

[T Aach oML OrdesEaquast in the amai meswags

FF breclude the full PO inthe smail message

17. In the Non-Catalog Orders section, mark the method to which you want
to receive non-catalog orders.

- In the Do you accept non-catalog (ad hoc) orders field, mark if you
want to accept non catalog (ad hoc) orders.

- If you clicked Yes to accept non catalog orders, mark how you want to

receive them (Fax / Email) and mark the available fields for additional
options.

- Click Next to view the Summary section and complete the technical
settings for your Ariba account.
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Ariba Supplier Metwork

: Supplier

Techneral Setlings

Koot Predenences

. b
Incemeng Bocumants E Summar‘y‘ [t ]
SUMMATY |r\-el.u Drders
Prafarrad mathad: Erniel
Emal address 10 samd order o teshibe st oom
1 Ettach OrdecRequest oML in the amail message; Mo
o Inclyda the full BS in the email meisegs: Vas
firders with Attachments
Fraferred mathad: Emsl
Ermsil addrass fo send crdar bo: Emsh@te gk, com
Attach OrderRequest cML in the emsl message: Mo
Include Hre full B3 o the emal messsper Mo
Change Drders
Beeph dhange ardars: Wad
Freferred methad: Ernal
Emsil address to sand order to; tmshibast, com
Aitach Ordesequest ML in tha amsl masiage: T
Include e full B oo the email messsge: s

18. The Summary section will list all the settings you just previously
configured. Please verify that all information shown is correct.

If you feel that any edits need to be made, click on the appropriate menu
selections on the left hand side to return to that section

Click Submit to submit the settings and return to the Technical Settings

section.

Note: You will now have to create a test account to verify that orders are
being sent to your newly established Ariba supplier account.
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Production Mode
Srephanis Sagen
Administrator

¥ Iransactions

= Configuration
Farsonal Information
Company Profile
T i in

¥ Resources
Docurnantation

Support

Ariha":.'ﬁuppller Network : Supplier

[E] Technical Settings

Settings such &% order routing, connacting to Ariba SN, trading partal relationships,
notifications, and payrment.
Thesa settings deterrming the functionality of vour account,

Technical Settings Wizard
Configure your natwork sethings in a series of steps -> | Technical Ssttings Wizard |

Go directly to any section.
Click any link balow to edit 8 section:

afaccount Preferences  8Ilncoming Documents  @Payment

Locale Sattings Haw Ordar Rammittan J
radi lationshi rdars With hirnan iba P ing P
Systarn Hotifi catioms Changel{ ancel Grdars

fi I widar

19. Click Home at the top of the menu bar to return to the Ariba supplier
network home page.

Arlba:"Suppllur MNetwork : Supplier i &R 4O

Swnoh o Test Accomsk
Prodisction Mode

Frphanis Fagen
Adirasisaten

= Transactions
Lobox
Quthex
e

7 Catalogs H

kd [i]

Welcoma, Stepharee Sagar [Admissstraber]

partant Messages

Home News
Your Home page shows all the majar furetional areas of your account. Clidk a link in the Account e e T e
Lankep pectian on the left 1o go drectly 10 sy anea. To retern 1o the page, chick the Home buitea on - t_.{r;—l;mql'\"“:" e
i@ upper right of any sereen. Enferprise Soursing and
T
el # Ay

Hanags Spend And Reduce

Burchagsing Costs

pirbug Takes Off with anby
Entorprisa Sourcing

® Gelbig Started - Gettang Stafed with your Anba SH Accounl

® liew Features « Features added in this release and contact isformation Bt Buy Lamnchas “Bool 15,
I Buge |5, Exgense §t° Proqram

Starting Points Evants

® Orders - View purchase erders received from your trading pariners

. - View avsices send ta your trading parmners

® lic ang = View matifications

® Catalogs - Uplosd, edit, ssd manage your catalogs

20. At the Home section, click Switch to Test Account to open the
Changing Account Mode section.
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Ariba” Supplier Network " : Supplier L Help

E Changing Account Mode

O waRMING: You are about to switch to Test Mode.

‘When you switch, Ariba SN logs you off of your Production Mode. Any unsaved changes
will be lost,

i Ta stay in Production Mode and save changes, cick Cancel.
Ta switch to Test Mode, clck QK.

Mok ][ Cancer |

21. In the Changing Account Mode section, click OK to create an Ariba test
account.

Ariba”Supplier Network ': Supplier - telp

_ - [cancel |
[B] create Test Account

fou do not yet have a test scoount. To create your test account, complete the following form.

* Username: >
|t¢ftr5‘ttpha mg. sager@kinkos .com Help

* Password: [Ferweanas Haly

Iii¢¢i1+ﬁ1|

* Confirm Password:

(o] cones

22. Within the Create Test Account section, enter your normal e-mail
address with the text “test-* in front.

- In the Password field, enter in a test password and reenter the test
password in the Confirm Password field.

- Click OK to open the Important Message to Account Users section.
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Aribn"‘Sunplier Network : Supplier

Test Mode
Feaphanie Sagen
A dmninistranoer

 Iransactions Walcorne ko Ariba Supplier Network. Your account has been fully enabled.
Inbox
This page provides an overview of your supplier account on Ariba. Buying organczations
Qighox can search for suppliers based on various details of supplier profiles. Your profile
Inyoicing infarmation is vital to your shility to connect with appropriata trading partners, To
ensure your business docurnents are routed correctly, and that your company profile
¥ Cataloas represents your company sccurstely, follow the instructions belaw.
e . Il
¥ Administration ] vou might want to print this page for future reference.
\ser Accoynts
Buver Balationships I Don't show me this page again {Check the box and click Continue at the bottom of
B . the page.). You can access Getting Started from the Home page under Impartant
Messages.
Eegorhing
= Configuration n Review your company profile and account infarmation.

Barzonal jnformation . i ;
i Provide accurate company profile and account infarmation. Buyming
Company Profila organizations on Ariba SN can review supplier profiles as they

Techaical Settings * zesrch for new trading partners. Provde complete and actcurate
information to mmaximize your visibility to potential trading partners.

23. Your Ariba test account has been officially established.
- Within the Important Message To Account Users section, click
Technical Settings from the menu bar to open the Technical Settings
section.

Note — The top left had corner will show “Test Mode”

r Network : Supplier

Test Mode [E] Technical Settings
Srephanie Segen
Administrator Sattings such a¢ order routing, connecting to Ariba SN, trading partner ralatisnships,
notifications, and payrment,
= Icansactions These settings determine the functionality of your account.
Inbox
Sako
Invgicing Technical Settings Wizard
Configure your network Semings in & series of steps -= | Technicsl Settings Wizard |
= Catalons
- . . ]
Adminiztration 4
User Acoounts
: -
Go directly to any section.
W_ Click any link below to edit a saction:
Eeporting
# Configuration afccount Preferences aIncoming Dy aPayment
Locale Settings Hew Orders Bemittance Address
r Tmasen Trading RBelationshios Ordars With attachments  Ariba Processing Plus
Sempany Profils Sy Hobificabions ShsngaiGansel rdery
Mon-Catalog Ordars
T mical in

24. In the Technical Settings section, click New Orders under the Incoming
Documents heading to open the New Orders section.
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Ariba” Supplier Network™ : Supplier

[E]l New Orders

Select your preferred method for receiving new orders,

L Fax

Country fraa  Hurmnbar
4 fusar =
i

T send & cover page with sach fax

I Inchude the full PO in the fax

* Email

Addres: to send orders to: |5‘t:rphnnil:-sag-er@?tinlrus-:nn'l
™ attach eXML OrderRequest in the ermal message
I Inchude the full PO in the email message

T Daline Inbos (Save PO in my onbne inbox, but do nok send thern ta me)

25. Within the New Orders section, select the method to which you want to
be notified about new orders. Mark Fax or Email and enter in the specific
number or e-mail address.

Note: Enter in the normal e-mail address to which you want to receive
orders.

- Mark available fields for any additional options. Click OK to return to the
Technical Settings section.
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Ariba”Supplier Network™: Supplier

Test Mode [E] Technical Settings

Stephanie Sager
Administrator

Settings such as order routing, connecting to Ariba SN, trading partner relationships,
notifications, and payment.

= Iransactions These settings determine the functionality of your account,
Inbox
Duthox
Inyoicing Technical Settings Wizard . . _
Configure your network: settings in a series of steps - |Techn|c:a| Settings leard|
¥ Catalogs
1
+F Administration 1
User Accounts a
Buyer Relationships
E c Go directly to any section.
- Click any link below to edit a section:
Beporting
+ Configuration afccount Preferences @alncoming Documents @Payment
. Locale Settings Hew Orders Rermittance Address
Eersonal Information Trading Relationzhips Crders With attachments Ariba Procezzing Plu
Cormpany Profile Systern Hotifications Change’Cancal Ordars

K K Mon=Catalog Ordars
Tachnical Settings

26. Click Logout at the top of the menu bar. A test order will be sent from
eVA to verify that your account is working and active.

Note: You will need to compose an e-mail with the subject Request A
Relationship between eVA and Ariba to suppliers@ams.com.

- Please include your companies Legal Name within the body of the
message. This is necessary for the eVA system to work with Ariba for
order purposes.

Congratulations, you have completed the eVA / Ariba supplier network
registration process.
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